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JUL 21 1963 

EYES ONLY 

MEMORANDUM FOR: Inspector General 
SUBJECT: Personnel Office 

REFERENCE: Your EYES ONLY memorandum, same subject, dated 

1 July 1953, and my reply, dated 8 July 1953. 


1. The information requested in the second paragraph of your 
EYES ONLY memorandum was not included in the reply dated 8 July 1953. 


2. The following persons on the FI Staff have as either their 
primary responsibility or secondary responsibility the handling of 
personnel matters: 
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EYES ONLY 


JUL 8 1953 


MEMORANDUM FOR: 

SUBJECT: 

REFERENCE: 


Inspector General 
Personnel Office 

Your EYES ONLY memorandum, same subject, dated 

1 July 1953 


1. The service rendered to this office by the Personnel Division 
(Covert) might be described at the present time as generally satis- 
factory. We have noted a decided improvement in the service during 
the past year particularly in the activities of the Central Processing, 
Placement, and Employee Relations Branches. 

2. This general observation notwithstanding, however, we do feel 
that deficiencies exist in the service in the following categories. 

a. Organization of the Personnel Files . Individual personnel 
files are filled with extraneous material which has no bearing 

on employees' careers and are deficient in providing pertinent 
information in many cases. 

b. Control of Personnel Files . Inadequate control often 
results in the temporary loss of files even within Personnel 
Division itself; but more important, the wide dissemination of 
employee files permitted by PDC mitigates against the maintenance 
of any semblance of confidentiality with respect to the files' 
contents. 


25X1A 


c. Confusion at Lower Levels in PDC . Clerical personnel 
who handle the important function of entrance on duty are often 
unaware of changes in policy or procedure with the consequent 
result of misdirection of new employees. 

d. Faulty Position Inventory . The inaccuracy of the records 

of this unit results in the inability of PDC to provide true 
statistics on the physical location of personn el, e.g., despite 
the fact that were transferred 

from the FE Division to NEA in October 1951 and PDC has been 
notified several times of this change, personnel assigned to 
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afpart 0 ^? 3 ^ ^ "* Stl11 Carried by Position Inventory 

p ®* In.comp le te Notification System. Failure on the part of 
Personnel to notify releasing offices of the effective date of 
+ f P e ^ sonne I causes confusion in the offices concerned 
ith the transfer. Likewise an apparent lag in notifying Fiscal 

or Finance Division of such transfers causes the misdirection of 
P&y cnecks « 

j. 3 : 1 It ^ S f C °f ized that some of the deficiencies listed above are 

the offiiL * \° + f the Personnel Di vision in that inefficiency in 

that ° Pt6n COmpounds Personnel's problems; but it is felt 

Primarily ^itSnttf , greaber + f ntro1 “ the responsibilities which are 
primarily within its jurisdiction, improvement oould be effected. 
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